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Montgomery County Department of Health and Human Services

Monthly ServicePoint Data Quality Review
How-to Workbook for Homeless Services Providers

This worksbook shows how Homeless Services Providers should run their required ServicePoint
data quality reports, how to find required inputs for the Monthly ServicePoint Data Quality Review
form, and how to solve common data quality problems.

213 - UDE Completeness - Entry Exit Workflow (Run in ART.)
Location: Public Folders/Montgomery Live Folder/Data Quality (Agency Admin) Reports.

Prompts =

Reply to promptz before running the guery.

i

1 & Enter Provider(z) for Report: : Housing Stabilization Services-Assessment Only(173... Run Query pg |:
2 €  Enter Start Date:: 01/01/2012
€J  Enter End Date PLUS 1 Day:: 02/01/2012

2} More Information

Houzina Stahilization Services. Azsezement Cinhedd 72
CUZINg SabilZatoen Service2-AS2E22Me

Figure 1: 213—UDE Completeness Prompts

Select the name of your provider in the report prompts.

@ The Start Date and End Date PLUS 1 Day should reflect the month for which you are

submitting the report. (As an example, the report you submitted by March 15, 2012 was
for February 2012.

|} Click Run Query to create the report.
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Monthly ServicePoint Data Quality Review
Homeless Services Providers

«  Run"unduplicated "
+«  Usze current quarer to detenmine Start Date and End Date.

N TRE CBTIIETR,_oty AT A T B e /Mo, i nrafTACE A COP

E,{I’ 213 -UDE Completeness - Entry Exit Workflow (Run in ART.)
+ Location: Public FoldersiMontgomery Live FolderData Gluality (Agency Admin) Reparts

Last Momth This Morth
% Errors Grade % Errors Gracle
Adults and Unaccompanied Youth % (1 ’ %

Children

% @%

Figure 2: 213—UDE Completeness, on Monthly Report Review

Universal Data Element Completeness
HMIS Data Guallty Raport
Verson Based on Entry ExR Records
Ciale Range: 171712- 33112
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IMPORTANT. This e pulls Sals from the Entry of Se Enlry Ex! worhshesls.

Figure 3: 213—UDE Completeness ART Report

Refer to Figure 2 (above), and Figure 3 (left).

@ Enter the percentage of errors and letter
grade for Adults and Unaccompanied
Youth into the appropriate fields on the
Monthly ServicePoint Data Quality
Review."?

@ Enter the percentage of errors and letter
grade for Children into the appropriate
fields on the Monthly ServicePoint Data
Quality Review.

@ All of these data elements are required, so
there cannot be any numbers in Records
with No Value. Subsequent pages of the
report will show which clients and case
workers are missing data. This data entry
must be completed.

To facilitate progress tracking, the Monthly ServicePoint
Data Quality Review includes a field for Last Month'’s data.
Leave this field blank the first month, but complete it in
consecutive months.

No providers in our continuum of care offer services to
unaccompanied youth.

* While records where value is refused or unknown are not
necessarily in error, a high percentage can indicate poor
data collection or data entry practices. “Unknown” means
the client doesn’t know the information, not that you
neglected to ask.
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Homeless Services Providers

216 — Unexited Clients Exceeding Maximum Length of Stay (Run in ART.)

Location: Public Folders/Montgomery Live Folder/Data Quality (Agency Admin) Reports

=]

Prompts
Rephy to promptz before running the query. firs
1 SELECT PROGRAM 1 : Housing Stabilization Services-Assessment Only(173... a2 Run Query i
Enter maximum length of 2tay (in daye) for program 1 : 90
2 SELECT PROGRAM 2 : Housing Stabilization Services-Shelter/Hotel({71) —
(%] Enter maximum length of stay (in days}) for program 2 : 90
(3] SELECT PROGRAM 2 : Housing Stabilization Services-Diversion(174) ¥

Zafe Havenz-Gaitherzburg(S5)
Wilking Avenue Women's Agzezsment Center(152}
Hou=ing Initiative Program-individual (MCCH)(141)
Mount Calvary Baptist Churchi15)

Places for People 3130}

Friendzhip Heightz( 142}

[ | & -

Refresh Values ﬂ
-

54

l?| |Hnn5

Figure 4: 216—Unexited Clients Exceeding Maximum Length of Stay Prompts

Select the name of your program in the report prompts.

P
® Enter the maximum length of stay for your program. The prompt is pre-filled with
90 days, which is the appropriate maximum length of stay for most programs in our

continuum.

% Click Run Query to create the report.
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Monthly ServicePoint Data Quality Review
Homeless Services Providers

216 — Unexited Clients Exceeding Maximum Length of Stay (Run in ART.)
+« Location: Fublic Foldersitontgomery Live Fu:ulderIData Gluality (Agency Admin Reports

Clients Exceeding Maximum LOS (Murmber of clients exceeding 80 days.)
{If a client who has exited the | verify that all ofthese clients are still being senved.

I:II:I‘

program is on the report, check to | have exited clients who have not received services
verify that there are no extra entries.) inthe last 30 days.

mumber of clients that had multiple entries.
Multiple Entries for Same Cliemnt

{highlighted in yellow on the report) Duplicate (multiple) Entries have heen

exited or deleted *

‘Note:  You must delete extra entries from the profiles of each member of the household.

ork

Figure 5: 216—Unexited Clients Exceeding Maximum Length of Stay, on report

Mumber of Unexited Clients 159 | 1 )
Client Stays Exceeding Max LoS 58
Multiple Entries for Same Client I
Average Unexited LoS 65 days ‘k@

Figure 6: 216 Unexited Clients Exceeding Maximum
Length of Stay, Summary

Refer to Figures 5 and 6, above.

Enter the number of clients exceeding the Enter the number of clients who have
@ specified maximum length of stay. @ multiple open program entries.

e Verify that all clients on this report e This number should always be
are still being served. Zero.
Exit any clients who are not currently being e Look at the client’s Entry/Exits
served. O If there are entries that were
created by mistake, delete
them.*

° If Entries were mistakenly
left open when other Entries
were created, Exit them!

1 When you delete an Entry/Exit, you visit the profile of each household member to delete the corresponding Entry/Exit.

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc Page 4



Monthly ServicePoint Data Quality Review
Homeless Services Providers

Case Worker Records - Data Quality Part 1 (Run in ART.)

Location: Public Folders/Montgomery Live Folder/Data Quality (Agency Admin) Reports

1

@r

Prompts E‘l
Reply to prompts before running the query. ol
Provider: : Housing Stabilization Services-Assessment Only(173... Run Query= =
ecords Back Te: : 1MM970 12:00:00 AM
Refresh Valuez ¥3. Provider:

Houging Stabilization Services-Shelter/Hotel(71)
Houzing Stabilization Services-Diversion(174)

Houzing Stabilization Servicez-HPRP-Individual(150)
Houzing Stabilization Services-Azzezzment Onhy(173)
Housing Stabilization Serviceg-HPRP-Famiby(145)

| 4 -

Hou=ing Stabilization Servicez-Azzezement Onhi(173)

E ¥

() More Information

Figure 7: Case Worker Records—Data Quality Part 1, prompts
Select the name of your provider in the report prompts.

errors, from the beginning of our use of ServicePoint.

Click Run Query to create the report.

@
® Records Back To is set by default to 1/1/1970. That's as it should be. You must correct all
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Figure 8: Entry/Exit Closed, Case Worker Open

First Tab of Report
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Figure 9: Case Worker Record Before Entry/Exit

Bermh Cara

This tab shows clients who have case

worker records still open although the

client has been exited from the program.
e Close the case worker record.

Second Tab of Report
This tab shows case worker
@ records where the case worker
record begins before the
Entry/Exit.
e Adjust the case worker
record to match the
Entry Date.
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Monthly ServicePoint Data Quality Review
Homeless Services Providers

HUD CoC APR (Run in ServicePoint.)

Location: Reports/Provider Reports

HUD CoC Annual Performance Report

Report Options:

Provider Group -Select- w @Jnduplicated

Provider ( 2 '| Everything for Evenybody W

) This provider AND its children. (*) This provider OMLY.

Operating Year ' 3 '|EI3_-"EI]._-"2EIlE |t|:| |IZI3_-"31_-"2IIIIE | (mmy/dd/vyyy)
Date Range

Legal Adult Age {as defined by foster care law in your stats)

ﬁ Suild Report

Figure 10: CoC APR Prompts

Run the report as Unduplicated.

Select the name of your Provider..

Use the current month as the Operating Year Date Range.

Click Build Report to create the report.

s QOO
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Monthly ServicePoint Data Quality Review
Homeless Services Providers

@
E{ HUD CoC APR (Run in ServicePoint.)

+ Location: Reports/Provider Reports
+ Run"unduplicated.”

Total Number of Records for All Clients 1 Total numhber of recards for all clients.

{Question 7)

Unaccompanied Children 2 d Werified there are no recards for unaccompanied

{Question 7) children.!

Unknown Household Type 3 O Yerified there are no households with "Lnknown

{Question 8) Househaold Type."s

" Unaccompanied children may be reported because an inaccurate birth date has heen entered, or hecause a child
has not been attached to a household. Click on the hyperlinked number in the report to look at the profile of any
unaccompanied children.

2"Unknown Household Type" can result when sormeone in the household is missing a date of birth.

Figure 11: CoC APR Question 7 and 8 on Monthly Data Quality Review

7. Combined HMIS and Comparable Database Data Quality

Total number of records for All Clients @ 476

Total number of records for Adults Only 135

Total number of records for Unaccompanied Children @ d

Total number of records for Leavers 356
Combined HMIS and Comparable Data Quality

Data Element Don’t Know or Refused Missing Data

First Name 0 0

Last Mame 0 a

S5N

Figure 12: CoC APR Question 7

@ The first line of Question 7 (see Figure 11, above) on the CoC APR shows the total number

of records for all clients.

@ The third line of Question 7 (see Figure 12, above) on the CoC APR shows the number of
Unaccompanied Children. Because your provider does not provide service to
Unaccompanied Children, this number should be ‘0.

e If your report shows a number other than ‘0’, click on the blue hyperlinked number to
see which clients are reporting as unaccompanied children.
e Aclient reports as an unaccompanied child on the CoC APR if he or she is under
18 years of age and in a household of one.
0 Double-check the client’s date of birth, and whether he or she is part of a
household.

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc Page 8



Monthly ServicePoint Data Quality Review
Homeless Services Providers

8. Persons Served During the Operating Year by Type
Mumber of Persons in Households Served During the Operating Year

Total Without With Children With Only Unknown

Children and Adults Children ype
~dults 195 g 185 -g)j 1
Children 272 | R 272 0 0
Don't Know/Refused =] 0 2 0 =]
Mi==ing Information 0 0 0

Tot

Figure 13: CoC APR Question 8

@ The furthest column on the right in Question 8 (see Figure 14, above) on the CoC APR
shows clients who are in households of Unknown Household Type. There should be no
households of unknown type!
e ServicePoint calculates the Household Type on the CoC APR based on the
birthdates of household members.
¢ In any household reported as Unknown Household Type, at least one person is
missing a date of birth. Click on any hyperlinked numbers in the Unknown Type
column to find the households where dates of birth are missing.

Condition at Exit— Leavers conditions at Exit*

[HUEStipN S ar) | verify that all clients listed as "none" have no

Known Physical and Mental Health Mumber of persons indicated with no known
known disabling conditions.

3 Digabling Conditions are repn:urted an the Entry. Click on the hyperlinked number in the "none” box to see the clients
whio are reporting as "nane.'

Figure 14: CoC APR Question 22a2, on form

22a2. Known Physical and Mental Health Condition
at Exit - Leavers
Humber of Known Conditions
Leavers - Total Number by Type
All Persons Adults Children | Unknown
4 Juone 275 119 156 0
1 Caondition g 7 2 i}
2 Conditions 1] 0 0 1]
3+ Conditions 1 1 0 0
5 andition Unknown 13 10 3 0
Don't Know/Refused 15 5 10 0
Information Missing 43 ! 40 0
Total 356 145 211 0

Figure 15: CoC APR Question 22a2

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc Page 9



Monthly ServicePoint Data Quality Review
Homeless Services Providers

@ Verify that the number of clients who are reporting as having no physical and mental health
conditions at Exit (see Figure 14, above) is accurate.
e Click on the blue hyperlinked numbers to see which clients are reporting as having no
disabling conditions.
o0 If you need to add a disabling condition for a client, you will do so on the client’s
Entry.

o Remember that many programs specifically serve clients with disabilities. Your number
of clients with disabilities should reflect that.

e Enter the number on the Monthly Program Data Quality Review (see Figure 13,
above.)

@ Clients report as “Condition Unknown” (see Figure 15, above) if you have answered “Yes”
to “Do you have a disability?” on the Entry, but failed to click on the Add button to specify
the disability on the Disability Subassessment.

Client Monthly Cash Income Amount

Y

Client Monthly Cash Income Amount—| 6- l Total number of clients that exited program.

(LEsliatac) ' O If no exits, stop here.
@ Mumber of clients with no income at Entry.

|.8 } Mumber of clients with no income at Exit.

9) Total number of clients with same income at

k Entry and Exit.

[0 “erified in the Exit Field that income and benefits
were updated for all clients.

On the Exit Field —%erify the following:
O Destination was updated
[ Housing status was updated

Figure 16: CoC APR Question 23, on form

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc Page 10



Monthly ServicePoint Data Quality Review
Homeless Services Providers

23. Client Monthly Cash Income Amount - Adult Leavers

Client Monthly Cash Income Amount
Number of Adult Leavers

Program Tatarne ol b e Less Same More Unknown A\reragl:al Change
Entry Entry at Exit Income at  Income at  Income at Income (%) Monthly Income
Exit Exit Exit Change per Adult
No Income | 7 b_ 43 LB} - _\g)ﬁ - 0 10.53
$1 - $150 3 0 2 2 1 374.6
£151 - 5 0 1

Figure 17: CoC APR Question 23

®
@
®
©

Enter the total number of clients who entered the program. (See Figure 16, above.)
e This is shown as “Total number of records for Leavers” on Question 7 of the
CoC APR. (See Figure 12 on page 8 of this guide.)
Enter the number of clients who had no income at Entry.
e You can click on the blue hyperlinked humber to see which clients these are.

Enter the number of clients who had no income at Exit.

Enter the number of clients who had the same income at Entry and Exit.

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc Page 11
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In the Exit — Verify the following:

Exit Data
Exit Date

02/14/2012 | 12 %) : [ 01 M) [ AM @

Reason for [ Y E———
Leaving 1 Coempleted program v
If other, [ ]
spacify
Destination 2 Permanent supportive housing folod Rehabl{HUD)
If other, |
spacify
| Ne Household members are included in this Entry/Exit.
Housing Status™ 3 Stably housed (HUD) v HG

|R=quire of Adults and Unaccompanied Youth

Income received from any source in
past 30 days?

@ﬂ Yes (HUD) v HG

Monthly Income/Benefit™ (APR)

Showing Rows 1-3 of 3

e

LI |Last 30 Day Income |seuree of Income |start Date |End Date
=5 & § S00.00 Earned Income (HUD) 01/31/2012 01/30/2012
& AW $1500.00 Earned Income (HUD) 01/31/2012

& & $1000.00 S5DI (HUD) 07/22/2010

Show Entire List In Window

MNon-cash benefit received in
past 30 days?

|: 5 'I -Nc“(-.I-L.I.:j-. v' HG

Mon-Cash Benefits = (APR)

Amount of Non-Cash

Benefit Source of Non-Cash Benefit

Start Date IEnd Date

Supplemental Nutrition Assistance Program (Food
Stamps) (HUD)

=¥ _,E
ﬁ £0.00

Showing Rows 1-1 of 1

07/01/2010 01/30/2012 ol

Show Entire List In Window

Figure 18: Exit Questions

Reason for Leaving Program.
Destination

Housing Status

Income

Non-Cash Benefits

CICIOIIS

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc
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Client Served (Run in ServicePoint.)

Location: Reports/Provider Reports

Client Served Report

Service Code

Report Options:

(®) This provider AND its children. ) This provider OMNLY.

2 Services Provided (other than shelter or referred services)

Provider Group - Zelect - w
Provider | 1 ' Ewerything for Everybody b
Services

Shelter Stays

[] referrals Served by the Selected Provider(s)
Grouping

{(* Clients FReceiving Services as a Family. () Clients in a Househald.

logkup

| || Clear |

Served Date Range l 3 i |III3_-"D‘-__"2D 12 |t|:| |D3_-'31_'2I31_2 | (mmy/dd/vyyy)

Served Before Date Range | |tc| | (rmiddivyyy)

('OLD' client count)

Legal Adult Age

rﬁ: Suild Report

Ck

Figure 19: Client Served Prompts

s QOO

Select the name of your Provider.

Run the report for both Services Provided and Shelter Stays.

Use the current month as the Operating Year Date Range.

Click Build Report to create the report.

HowTo_MonthlyProgramDataQualityReview_HomelessServicesProviders_V03_FINAL_120403.doc
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Total Number of Clients Served 1 Total Mumber of Clients: Adults + Children.

{line C)
[0 Total number of clients: Adults + Children, above, is

equal to Total Mumber of Recards for All Clients an
Guestion ¥ ofthe CoC APR.

Figure 20: Client Served on Form

CLIENTS SERVED old HNew Total
A. Adults 0 20 20
Mever Specified 0 1] 0
Male 0 5 5

Femnale 0 15 5
Tranzgender 0 0 0
Unknown 0 0 0
B. Children 0 24 24
Mever Specified 0 0 0
Male 0 14 14
Femnale 0 10 10
Transgender 0 0 0
Unknown 0 0 0
C. Total (A+B) 0 44 lg o

Figure 21: Client Served

L1§ Enter Total Number of Clients Served (as shown on Error! Reference source not found..)
N e This number should be the same as Total Number of Records for All Clients on
Question 7 of the CoC APR. (See Figure 12 on page 8)
0 The Client Served report shows clients who have received services during
the time of the report.
0 The CoC APR shows clients who have an Entry/Exit for your provider,
whether or not they have received services.
o0 Click on the blue hyperlinked humber of clients on each report to find who
the clients are, and then compare the lists to troubleshoot discrepancies.
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